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Learning Objectives

In this session, you will learn about EPAœs ENERGY STAR 

Portfolio Manager tool and how to:

ÅUpdate data using the spreadsheet upload feature 

ÅSet baseline, goals, and targets to plan energy 

improvements

ÅCreate custom reporting templates

ÅUse the Sustainable Buildings Checklist
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Create property records
(add new records to account)

a)   Download spreadsheet
b)   Fill in data 
c)   Upload to PM

Create meters

Add consumption to meters

Edit basic property information 

Update property use details 

a)   Select properties to update 
b)   Download custom spreadsheet 
c) Fill in data 
d) Upload to PM
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Action Process

Update data using the spreadsheet upload feature 
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Scroll to 

Manage 

Portfolio 

menu

Update data using the spreadsheet upload feature 
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Spreadsheet Upload Overview
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Å Read the Instructions tab.

Å At a minimum, complete the green required fields on the 

Properties tab. 

Å Donœt make any format changes to the spreadsheet.
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Upload filled out 

templates:

Select Template 

Upload

Add New Properties: Upload Completed Spreadsheet 
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Add Meters/ Add Bill Data/ Edit Basic Property Info 
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Add Bills to Existing Meters: Create Custom Upload 

Template 
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Å Read the Instructions tab.

Å At a minimum, complete the green required fields.  

Å Donœt make any format changes to the spreadsheet.
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Select the 

upload type 

then 

ŔUploadŕ 

Status of

upload 

appears here

12



Upload filled out 

templates:

Select Template 

Upload

Add Bills to Existing Meters: Upload Spreadsheet 
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Pop Quiz!

1. When using the spreadsheet upload feature, you should do which 

of the following?

a. Use the template provided in Portfolio Manager without 

making any changes to the format of the spreadsheet

b. Use your own template

c. Only fill out some of the required fields

d. Use formulas for numeric values
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Using a different template, only filling out some required 

fields, or changing formatting or formulas can prevent 

your upload from being successful.



Set a Portfolio Baseline and/or Target
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